State of California Business, Transportation and Housing Agency
DEPARTMENT OF TRANSPORTATION

M emoran d um Flex your power!

Be energy efficient!

To: ~ DEPUTY DIRECTORS pate: March 24, 2003
DISTRICT DIRECTORS
DIVISION CHIEFS
PROGRAM MANAGER

From: TONY V. HARRIS Z

Chief Deputy Director

Subject: Out-of-State Travel Reduction

The Governor recently directed State departments and agencies to implement
specific measures to save State expenditures. This directive includes a 75 percent
reduction in State-funded out-of-state travel for the current fiscal year.

While the Department has already expended more than 25 percent of out-of-state
travel State budget authority, the Department will strive to come as close as
possible to a 75 percent reduction in State expenditures. Effective immediately, all
districts and divisions are directed to implement the following actions:

e All State-funded travel that has not been previously approved has been
suspended. A complete listing of previously approved travel by deputy director
and district is attached. This listing identifies approved travel March — June
2003. The only exception to this may be unforeseen travel deemed essential by
executive management and travel funded by others. These exceptions will
require approval by the appropriate deputy director or district director and then
must be approved by the Chief Deputy Director. '

e Travel funded by others should be deemed essential, program or project related,
and clearly provide benefit to the Department.

e Out-of-country travel funded by others will only be considered for the following
business essential situations:

1. Inspection of materials used on specific projects.

2. Meetings regarding the security of Californians and infrastructures.
3. Bordering states issues (Mexico/Canada).

“Caltrans improves mobility across California”



DEPUTY DIRECTORS, et al
March 24, 2003
Page 2

As unforeseen State-funded critical travel arises, please review this listing for your
functional area to find a similar purpose State-funded trip of lower priority that can
be used as a substitute for the critical travel.

Please be reminded that any travel, regardless of the funding source, to resort areas
(Reno or Las Vegas, Nevada; Orlando, Florida) and Washington, D.C. will require
approval by the Business, Transportation and Housing Agency. Out-of-country
travel (including travel to Hawaii and Alaska) will require further approvals
through the Department of Finance and Governor’s Office. These travel requests
must be submitted at least ten weeks in advance of the proposed travel.

We are each responsible for requesting only essential out-of-state travel regardless
of the funding source. If you have any questions, please contact Marisela Montes,
Deputy Director for Administration, at (916) 227-2646/8-498-2646 or Kelly Brooks,
Chief, Office of Resource Management, at (916) 445-1222/8-485-1222.

Attachment

¢: Marisela Montes
Kelly Brooks
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